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FOREWORD

The occupational analysis project was conducted by The Instructional Materials Laboratory,
Trade and Industrial Education, The Ohio State University in conjunction with the State
Department -of Education, Division of Vocational Education pursuant to a grant from the U.S.
Office of Education.

The Occupational Analysis project was proposed and conducted to train vocational educators
in the techniques of making a comprehensive occupational analysis. Instructors were selected
from Agriculture, Business, Distributive, Home Economics, and Trade and Industrial Education
to gain experience in developing analysis documents for sixty-one different occupations. Repre-
sentatives from Business, Industry, Medicine, and Education were involved with the vocational
instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning and development
of the project strategies. The analysis process was based on sound principles of learning and
behavior. Phase two was the identification, selection and orientation of all participants. The
training and workshop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the occupations in which
they had employment experience. The instructors were assisted by both occupational consult-
ants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instructors capable of
condulting and assisting in a comprehensive analysis of various occupations. Occupational anal-
ysis data were generated for sixty-one occupations. The analysis inlcuded a statement of the
various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural kncwledge; safety knowledge; concepts and skills of mathema-
tics, science and communication needed for successful performance in the occupation. The
analysis data provided a basis for generating instructiunal materials, course outlines, student
performance objectives, criterion measures, as well as identifying sp=cific supporting skills and
knowledge in the academic subject areas.




PREFACE

The following analysis describes the duties which are performed by a personnel manager
in industry. The nature of personnel work differs widely with the size and needs of
individual companies. The participant attempted to describe the duties as found in a
medium or large size company. In a small company, one might find the personnel
manager involved in a number of other activities in addition to what is normally thought
of as a personnel manager’'s responsibility.

It would be impossible to list the duties which apply to all personnel managers in all
industries. Those included here are thought to be common to most companies of a
certain size, but by no means to all companies. There may be numerous exceptions.



ACKNOWLEDGMENT

We wish to acknowledge the valuable assistance rendered by the following subject matter
specialists. They provided input to the vocational instructors in identifying related skills
and concepts of each respective subject matter area and served as training assistants in the

analysis process during the two-week workshops.

Rollin M, Barber, Psychology
The Ohio State University
Columbus, Ohio

Jodi Beitiel, Communications
Columbus, Ohio

Diana L. Buckeye, Mathematics
University of Michigan
Avon Lake, Ohio

Rick Fien, Chemistry
The Ohio State University
Beachwood, Ohio

N. S. Gidwani, Chemistry
Columbus Technical Institute
Columbus, Ohio

Bruce A. Hull, Biology
The Ohio State University
Columbus, Ohio

Donald L. Hyatt, Physics
Worthington High School
Worthington, Ohio

Glenn Mann, Communications
Columbus, Ohio

Jerry McDonald, Physical Sciences
Columbus Technical Institute
Reynoldsburg, Ohio

Colleen Osinski, Psychology
Columbus Technical Institute
Columbus, Ohio

David Porteous, Communications
University of Connecticut
Colchester, Connecticut

James A. Sherlock, Communications
Columbus Technical Institute
Columbus, Ohio

Jim VanArsdall, Mathematics
Worthington High Schooi
Worthington, Ohio

Lillian Yontz, Biology
The Ohio State University
Caldwell, Ohio




The following individuals are acknowledged for their organizational assistance in identifying
and coordinating the vocational instructors and consulitants in Distributive Education,

Cathy Ashmore, Director James R. Gleason
Distributive Education Instructional Indian Hills High School

Materials Laboratory Cincinnati, Ohio
Columbus, Ohio

4

Acknowledgment is expended to the following 1:M;L. staff members for their role in
conducting the workshops; editing, revising, proofing and typing the analyses.

Faith Justice Research Associate
Sheila Nelson Administrative Assistant
Marsha Opritza Editorial Consultant
Rita Buccilla Typist

Peg Bushelman Typist

Carol Fausnaugh Typist

Mindy Fausnaugh Typist

Rita Hastings Typist

Carol Hicks Typist

Sue Holsinger Typist

Barbara Hughes Typist

Carol Marvin Typist

Patti Nye Typist

Kathy Roediger Typist

Mary Salay Typist




JOB DESCRIPTION

The personnel manager is primarily concerned with two factors: 1) service to the
organization by maintaining an adequate and efficient labor force, 2) developing a
cooperative and productive attitude among employees.

Generally one is concerned with formulating policy, advising management, and carrying
out some of the more important or more specialized responsibilities. One also must be
concerned with the areas of recruitment and employment, benefits, compensation,
industrial relations, organization development, and personnel records.
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Duty A

Recruiting People for Jobs

Contact students at schools

Write job advertisements for newspapers
Post notice on company bulletin board(s)
List job openings in company house organ
List job orders with employment agencies
Contact personnel and/or trade associations
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Duty B

Selecting and Recommending Personnel for Jobs

Collect information from job descriptions
Collect information from applicant’s records
Conduct personal interviews

Investigate references and previous work history
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Duty C

Developing an Employee Evaluation Program

1
2
3
4

Determine a performance level based upon job description
Prepare standard evaluation form

Establish an evaluation time schedule

Instruct appropriate personnel in the use of the evaluating process
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Duty D Administering an Employee Evaluation Program

1 Review evaluations with appropriate personne!
2  Make recommendations based upon evaluation results
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Duty E

Developing a Wage and Salary Plan

Write job description

Conduct a job analysis

Evaluate the job

Conduct an area wage and salary survey

THWN -

Establish a wage and salary time schedule based upon the job level
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Duty F Administering a Wage and Salary Plan

1  M-ke recommendations to appropriate personnel for salaried employees
2  Determine that hourly personnel are paid according to plan




1uawbpnf paseig
Janousn} Joqe| aA1ssadx3y
ajesow 3aAojdwa 1004

§aouy3

19e13u02 Joge] Jo Adjod Auedwo)
aouanladxa snoiAalg

§3nd

aaAo|dwa MaIA3J 03 U3YM Pue MOY aulwJialaq
SNOIS103a

{auuossad arersdosdde 0} uoneWIOUI JjwSuel |
M3IAD) 10§ 31NPAYDS il ystjqessy
aaAojdwa malnai 01 poylaw dojana(g

uejd AJejes pue abep
suolzenjea3
Jaded pue {1ouayg

QUVZVH — Al34VvS

s A

IDAFITMONN FONVIWHOLH3d

NOdN @310V S123r80
‘STVIY3LVIW "LNIWDIND3I ‘ST00L

T

SIIA01dW3 AIIHVYIVS HO4 TINNOSHId ILVIHAOHAdY OL SNOILVANIWWOIIH INVIN (1INIWILVLS NSVL)




i)

uoisensiad ‘uoissaidxa jo Avde|d ‘uonaip
ajeisdoudde ‘spiodas ‘ABojoulwiiay ‘buijjads

asiod pue
‘abesn ‘0160 ‘uoisensiad ‘uoissaidxa jo Ajuelo
‘uone1duNud ‘uondiIp aieridoidde ‘ABojouiwia)

S1d3ONO0J/STTINS

SUOIIEPUAWIWIOD3] U3LILIM |ew 10} e

UOIIEPUSWIWOD3I |810 INBY

S3IT1dNVX3

Bum

Gunyeadg

S3IAOW IDNVWHO4H3d

SNOILVIINNWWOD

uonezijuebio pue ‘Aliie|d jerusw

‘apnlainb |E3UBW ‘SS3ULIAJE JEIUSW 'UOIIBIIUIIUOD ‘UONBAISSGO ‘UORRUS)
-3e :aduewoyiad jeluaw jewndo 0} diseq salijenb Jo ssauaieme SNOIDSUOD

BSJ3A 3D1A PUE UOIEXE|3J 03 UOISU3) WOJ) JUsaWaAoW ‘damscd pue aduejeq

Apoq ‘1uawasow APOg Yum paleuipiood buiyiealq ‘'wyiAys Apog :aduew
-10413d |e2isAyd yead 03 diseq suoissaidxa 1e3isAyd JO ssaualeme SNOIISUOD

yijeay jen3dajjajul pue jeuoizows ‘jedisAyd

‘Alajes ‘uonned ‘1104W0J 0} 3183y "UOlleXe|al pue uo)suldl U3amiaqg
(1eauaw pue |eaisAyd y10q) adsuejeq e 104 Paau 3y} JO SS3UIIEME SNOJISUOD

$$920.1d UOI3EIIUNWWOD SIYY Ul (Seiq INOYUM)

Alaanuanie pue Ajuado ualsi| 01 !3jeuoiel Jo JU3uIalels 1eald sopusbua 01

‘uonersadxs qol pu= Juawuoliauz Jueld 1091491 A|91RINIJR O] /ISNJ) J31S04

03 ! {Aoedes Bujuaiea) ‘Anjiqixayy ‘1810e1eyd ‘abpajmoun ‘sji1ys) sanyenb
jeuosiad u1e11aIse 03 {UOKILRIIPISUOI pue ‘1ae] ‘asiod 10 saitijenb uqiyx3
A1sauoy pue A1uaduls jo Buijaay e ayensuowag
SJ13Y10 JO SM3IA 3yl Aj31e1ndoe 3991431 03 Ajoeded uieluiep

SW31SAS H3GWNN — HLVW

3ON3I0S

S3I3IAO0TdW3 A31HVTVS HOd TINNOSHId 31VIHdOHddY OL SNOILVANIWWOI3IYH IXNVIN

(LNIW3LVIS MSv.!!
o

C

E

€3

Aruitoxt provided by Eic:




10e43U09 Joqe) Jo Adljod Auedwc)

aouenalb ajqissod uonewJojul paiinbay W10} Uo AJESS3D3U S1 UONEWIOUI 1eym 8p1deg
Sgouy3 $3NJ SNOISIO3a
lon
N
jauuosiad ajeudoidde 0} uoIjeWIOJU} HWSUBLY
a|nNpayos awn ysijqeisy ueid Asejes pue abep
wJoy Asejes pue abem dojanag 1aded pue j19uad
NOdN @3ldov S103r8o0
QyVvZvH Al134VS 39a3TMONM IONVIWHO4H3d 'STVIHILYIN ‘LNIWJIND3I 'ST00L

1t

Ll

Nv1d OL ONIGHOJOV Alvd 34V 1INNOSHId ATHNOH LVHL INIWY3L3C () NawaLVLS WSVL)

\Ul

ERIC




L0 )s )

LS

uoIssaidxa Jo Arliejd
AbBojouiway ‘syiodals ‘uonduosap ‘bu)jadg

S1d3I0NOJ/ST1TINS

saaAojdwa 0y
uonewoyur buniwsuesy pue swioy buidojanag Bunapy

S31dWvX3 S3ITOW 3IONVIWHO4YH3d

SNOILVIINNWWOD

uoneziuebio pue ‘Ale)d jeyuaw
‘apmainb [eiruaw ‘ssaullaje |eluaW ‘UOIILIIUBIUOD ‘UOIIBAIBSGO ‘UonUale
:9ouewopiad |ejuaw jewndo 03 Jiseq sanjenb Jo ssaualeme SN0J25U0H

BSJIA 3DIA Pue uonexe|al

01 UOISU3) WOJj JuawaAow ‘asmsod pue asuejeq Apoq JuaWwaAOW

Apoq yum paleuipiooad buiyleaiq ‘wyiAys Apoq :aduewuoysad
jeaisAyd >ead 03 diseq suoissasdxa |edisAyd jo ssauaseme sNOIISUO)

yljeay {en1oajjalul pue ‘jeuoows ‘|edisAyd

‘A33}. » ‘uoiIned ‘LoJWOD 10} salejay "UOIIEXE|a) PUE UOISUI) U33MIBQG
(le3uaw pue |eaisAyd yloq) aouejeq e 40y Pasu Y3 JO SSAUIIBN.E SNOIDSUOT)

*3ON3I0S TVHOIAVH3S

SW3ILSAS HIONNN — HLVWN

JON3IDS
—-- )

NV1d O1 ONIGHOJDOV GIVd 34V TINNNOSH3d ATHNOH LVHL INIWH3L3IA  (INJWILVIS NSVI

C

Aruitoxt provided by Eic:

E

@O




Duty G Developing an Effective Training Program
1 Identify areas of need for training

2  Select appropriate training program
3  Evaiuate results of program
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Duty H

Administering an Effective Training Progra.n

1
2

Implement the training program
Evaluate results of program in relation to the program objective
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Duty |

Representing the Company in Contract Negotiations

bW -

Determine management proposals

Determine members of negotiating team

Notify union of company intention to retain or negotiate current contract
Exchange and review company and union proposals

Participate in negotiations
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Duty

Keeping Personnel Records of Individual Employees

1
2

Set up personnel records of individual employees
Maintain personnel files
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Duty K Promoting Safety Practices

1 Develop a safety program
2  Evaluate results of program
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Duty L

Providing Effective Media for Communication

HWN -

Arrange necessary meetings between employees and top management
Provide company publication

Provide company bulletin board and/or suggestion box

Arrange meetings between management and union
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Duty M

Directing Manpower Planning and Forecasting Program

1 Obtain projections of company goals
2  Adjust manpower to meet needs of projected goals
3  Adjust wages and salary plans to meet needs of projected goals
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Duty N Representing the Company in Community Relations

1 Determine the extent of community participation
2  Evaluate results of community program
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Duty O

Serving as Administrator of Medical Services

1 Plan medical program
2  Administer medical program
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Duty P Advising Employees on Their Personal and Job Problems

1 Counsel employees
2  Evaluate counseling program

/20




1502 pasealdu)

Aduaidiyjauyg
ajesow aaAojdwa Joogd

sHOuH3

wis1asuasqy

swajqeud Jo adA g
sa1ouabe pue 5321A13s [B190S JO AlljiqejieAy
adAo|dwd jo aiejjapy

s3Ind

ajqeaydde j) Juawabeuews wiojuy
ssa1b60.d aaAo|dwa dn-mojjo4
papaau se sa1ouabe a|qealjdde o3 saaAojdwo Jagay
sajouabe pue J0]asunod o Aljiqe|ieae ysi|qers3
Bujjasunod aaAojdwa 1o, weibosd e dojaaag

ease ul
saouabe Jo/pue $32,/u3S [B100S 3qe|ieAR 3UIWIAR_QJ

spaau s,2aAo|dwa auiwialaq
Buijasunod jo spoyiaw ap12aq
|essaja1 33Ao|dwa Joy saiouabe sadoid apidaq

SNOISI03a

12)

auoydajay
Jaded pue |19uag

aQyVv2ZVvH — Al13d4VS

el

3933 TMONN JONVIWHO4HIAd

NOdN G312V $123r90
‘STIVIHILVIN ‘LNIWDIND3 ‘ST00L

S3I3IA0TdN3 ..mw2:00¢2m.2mk<km MSVL)

\Ul1




ot
e T
abesn ‘uoissaidxa |eioe} ‘asiod
sainysab ‘uoissasdxa jo Aluejd ‘Abojoutusa ] ucHITAILNWWOD [eJo Buliaaljaq Buiyeadsg
o160} ‘Asowaw ‘sisAjeue jensip Ajazeandoe Buiatadlag BuimaiA
suoneidniialul wouy
utesgas ‘asuanied ‘uoilesyuadsuod ‘suoiuido
aziubosa. ‘epuebedfoud jo uonosiap
$19€J-UOU WOJ4 5108 31BUIWIIDSIQ aaAojdwa Buijasuno)d 6uiualsi
S1430NOJ/STTINS S31dNVX3 S3A0W 3JONVINHO44H3d
SNOILVIINNWINOZ:
UOINEZIUeDIo pue "AIue[s [erasar |
‘apniainb |elUaW ‘SSauJa|e |EIUIW ‘UOII.IIUIIUOD ‘UOIIBAIBSO ‘uonuale
:9ouewloyiad jejuaiu [ewndo o3 diseq sall|enb jo ssauaseme sNOJOSUOD
BSJ9A 30IA pue
LoNExXe|a) 0} UOISUE]Y WOJY JUaWaAoW ‘ainisod pue ajuejeq Apoq ‘Juau
-sn0w Apoq yum paleulplood buiyiealq ‘wyiAys Apoq :asuewsoysad
jeoisAyd yead 03 diseq suoissaidxa jedisAyd JO ssaualeme snOISUO)
yijeay |en3dajjalul pue ‘jeuonzowa ‘(eaisAyd
‘A19}2S ‘UO1INED ‘11040 (0} SAJe[dY °UOIIEXE[3J PUB UOISUA) UdaMIaq
. (1eauaw pue jesisAyd yioq) aduejeq e 104 P3gu 3yl JO SSAUAIEME SNOJISUOD
ssausnoioelb ‘uonesapisuod ‘asiod ‘3ae1 jo sany|enb 11qiyx3
asea 1e 33|asunod 3as pue ‘A1aduls jo Buijaay e ‘ualsy 01 Aujiqe ajesisuowaqg
Anabajus ajesauab 0y Aloeded ujelutep
uonessdood puE ‘Alijenluapiyuod ‘3snuy 1a1soy o1 Aljoeded ulejutey
*3ON310S TVHOIAVHIS
SW31SAS H3ISWNN — HLVW JON3I0S
_J
kl

S33A0TdN3 13SNNOD  (LNIWI1VLS NSV

E

123

Aruitoxt provided by Eic:




asealou) 31509
Aoud12yjjau)
ajesow 3dAojdwa 1004

Suoud3

uaunsnipe ssaAojdwy

s3|nsas szAjeuy
21491140 3uawajdwy
uollenieAld 104 eLRILD ysiiqeisy

sisAjeue JO poylaw api33Qq ,
sainpadsoud Juawajdwy !
P3sn aq 0} 1431140 aulwidlaQg

SNOISI103a

123

sayolsyy asey
nauad pue sadegd
weiboid Buasuno?)

QyVZVH — AL134VS

Lk

39AQ3TMONN IONVWHOLH3d

WVHOO0Ud SNITISNNOD 3LVNIVAI (INIWILVILS NSVL) (L)

NOdN G310V S123r90
‘STVIHILVIW ‘LANIWIIND3 ‘ST00L O

4
\Ulm




uoissasdxa jo Ajue|d ‘uonnduasap ‘6ujjjadg Buies ajop Buiiam
paods ‘' Abojouusiay
‘s1iodas jeuonewuosul ‘uoisuayasdwor slJ0das uanium Buypuelsiapun 6ujpeay

S1430NOJ/STIS S31dWVX3 1 S3QOW 3ONVWHOIH3d

SNOILVIINNWWOD

124

uoneziuebio pue ‘AlLe}d jejusw

‘apmainb |Fluaw ‘ssaulsae |eIUaW ‘UOI1EUAIUOD ‘UOIIRAIIS]O ‘UOIIUIIe
:aduewsojiad jeluaw jewndo o} diseq satjenb Jo ssaualeme sNojIsuoY)

BSIaA 8JIA pue uonexejal

01 uOoISu2al WoJy Judwanow ‘ainisod pue asuejeq Apoq ‘Juswanow

Apog yim pajeuipiood buiyieaiq ‘wyiAys Apoq :aouew.opiad
jedisAyd xead o3 diseq suoissaidxa jedaisAyd 0 ssauaieme SnROIGSUOY

Yyjeay (emaa}jalul pue ‘jeuonowa ‘feasAyd

‘A13jBS ‘UOIINED “1105WOD 0] S3aIBAY "UOIIEXE|3) PUEB UOISUI) UBIMIA]
(1e3uaw pue (edisAyd y;0Qq) aduejeq e 1o} pasu 3yl Jo SSaUIJEME SNOIISUOY)

SW3LSAS H3IBWNN — HLIVI 3ON310S

——— - s et cinmme s ve bammeme e L K e e e - - L T g —"

WVYHOO0Ud ONITISNNOD ILVNTIVA3 (ANIW3LVLS NSV.

IC

(<)

Aruitoxt provided by Eic:

E




Duty Q Handling Problems Involving Discipline

1 Administer company policies
2  Evaluate results of discipline and counseling
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Duty R

Administering Employee Benefit Plans
1 Provide benefit information to employees
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GLOSSARY

¥

Benefit Plans — Programs which directly serve employees, such as hospitalization, life insurance,
retirement plans, stock options, profit sharing, etc.

Exit Interview — An interview conducted when an employee voluntarily terminates his/her employment

with a company.
House Organ — A periodical published by a business firm for its employees.

Job Analysis — A critical evaluation of the operations, duties, and relationships of jobs. Itis
used in grading and evaluating jobs, and in establishing a wage and salary structure.

Job Description — A written record of the organizational relationships, responsibilities, and
specific duties that constitute a given job or position. |t defines responsibilitics and work assign-

ments that are sufficiently different from those of other jobs to warrent a specific title.

Labor Grievance — A complaint which has been formally presented, in writing, to a management
representative or to a union official.

Labor Relations — Relations between management and unionized labor.
Personnel — Persons collectively in the employ of a business.

Trade Association — An association of business firms or merchants for the unified promotion of
their common interests.
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